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R T MMM?&&, 3rd Congress, (Friuge Bensfits Act), amended
nmiaima@themalmeu‘ ?wﬁntwithmwtwemmmton
for cwertime work. Prior to thess smendments, overtisme pay was cosputed
on & time abd one-half basis for employses paid $2,980 or less per year
Mmammmmmminsmhmtmmmﬁmﬂmm

Iaries. The meximum conpensation whick could be paid, ineluding
mﬁmmmmw, was $10,000. Under the tevms of the amendments,
the limiting #alery levels were expressed {n terms of G8 grales rather
than dvllars end were liberalived. The effect of these amendments is to
Wst&ma&m@ﬁfwﬂmrﬁwwiﬂiﬁmwmm
mintmum vate of & 08-9 (currently $5,4i0) or lass and to provide for pay-
ment 8t the 08-9 overtime rete in higher grafes sudbject to 8 meximum com-
pensation level of the top step of grale §8-15 {currently $12,690).

2. Under the earlie:- ;pmviaim ef the Pay Act, the election as to
the form of compensation, i.e., pay or time off, rested in each
cape with the employee. The 1954 mmmnpmmmtmemm
would exercise this gption if hie poy rete was gt or below the maximum
rate of 8«9 (currently $6,250) bub that the employling egency would deter-
mine the forms of compengation for employees at higher anmusl m}.aries.

B. Agency Poliey

l. VYollowing the ensotment of the Fringe Benefits Act, the
following policies were egteblighed governing the use of and

nagtion
for overtime within the Agency (quoted from Tentative Regmlstion
Bours of Work, pars. T snd 8):

Overtime and holiday work shall be kept to a minimum
congigtent with work requivements, snd overtime and
holiday work shall be suthorized only when work require-
mente csnnct be satisfectorily completed within the
regularly preacrided tours of duty.

?ayment for overtime and holidey work performed ox

apensatory time off in lfeu of overtime pay shall not
be allowed unless the work has been suthorized prior te
its performence, end the employee concerned has been
specifically ordered to perform the work. (NCTEs There
is a subgequent provision for claime for overtime worked
under unusual operstional circumstances not permitting
advance epproval.)
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SUBJECT: Survey of Agency Overtime ?ractices

An esployee in grade G8-10 or below shall be paid over-
time compensation in accordsnce with the rates and
limitations provided by law or may, if he reguests it
uot later than the end of the pay period in which the
overtime was vorked, be granted compensatory time off
in liem of payment. Compensstory time off will be
granted for an ampunt of time equal to that spent in

Az exployee in grede (8-11 or above normally will be
granted compensatory time off im lieu of overtime pay
for overtime work within the amounts permitted by law.
Eoyever, when the Operating Official concerned esteb-
lishes M it is not feasible to grant cospensatory
time off to an esployee in this grade range, he will
spthorize payment therefor at the sppropriate overtime
rate within the li{mttations presoribed by lavw. In
meking the determination as to whether it 1s feasidble
to grant coppengatory time off, the Opersting Official
concerned shall consider the following factors:

{a)} Whether the individusl is in an essential
position and camnot bde spared to take
soxpensatory time off;

{b) whether the indtvidual has already accrued
the maxtmum amount of ennual leave and
sunnst, be permitted to take currently
aceruing annual lemve as well as compen-
satory time off.

2. At the same time, the suthority to spprove overtime, formerly
vested in the Chief, Budget Division, was delegated to Operating
Officials / Chiefs of Senior Btaffs and Ares Divisioms under the
Jurisdiction of the Deputy Director (Plana); Assistant Directors under
the jurisdiction of the Deputy Director (Intellimce); and Chiefs of
Staffs ad Directors of Offices under the Juriediction of the Deputy
Direator (Bupport) / with a probibition agalnst redelegation of this
suthority to subo te officials.

3.  Although there e oo legal limitation on the period of esmploy-
pent d&uring vhich individuals may sccumulate compensstory time off for
subseguent use, the Agency established the rule that it must be used
furing the leave year in vhich earned except that an extension into the
first four weeks of the succeeding leave year is authorized for compen-
satory time off earned during the last four weeks of a leave year.

» the Agency's rule had required immediate use (by the end
ﬁtﬁu pay period following the one in vhich esrned).
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C. 3Basis for Burvey

At the seventh meeting of the CIA Career Council, held on 2 Pebrusry
1955, there wes discussion of the effect of the new overtime provisions -
on Agency overtime practices. On 6 Mmy 1955, the Assistant Deputy
Dirsctor (Bupport) addressed s memorandum to the Chief, Management Staff,
requagting that he deaignate a member of his staff to leald a team composed
of representatives of the Comptroller and of the Director of Persounel to
conduct a study of Agency overtime practices.

. Survey Technique

The study teem selected eight of the tem offices with the highest
paid overtime rates and eight of the ten with the lowest pald overtime
rates for the period 27 March - 2 July 1955 for study. The study wes
bandicapped by the lack of data for foreign field stations and of data
as to the sccumilation and use of compensatory time off. Ten standard
questions, designed to highlight any Aifferences in administration ef
overtims or in philoscphy es toc ite use and compensation, were comstructed
to guide dlacussions with officials of the offices selected for study.
Comparative analysis of experience prior to the Pay Act smendments egainst
subsequent experience was impractical becsuse of the inadequacy of compen-
sstory time records.

Repregentatives of the study team interviewed members of the offices
selected for atudy using the list of standard questions as a check point to
ensure coverage of the seme basic points in sach interview. Participants were
assured of the fact-finding neture of the study endt ths anonymity to be given
the responding offices in reporting {t. Comparative ratea of the offices
included sre Turnished below:

_ | Av, Hours Q/T per &v. Hours O/T per
High Use Offices Expl. per Pay P4. Iovw Use Offices Empl. per Pay Pd.

¥o. 1 9.7 No. 8 1.6

Ko. 2 5.9 No. 7 1.4

¥o. a 5.7 Ko. 6 1.2

No. k.9 ¥o. § ’ 1.2

Ro. § 5.8 No. b 1.2

¥o. 6 L.y ¥o. 3 1.1

Ko. 7T kR Wo. 2 0.8

Fo. 8 3.2 Ho. 1 G.3

Agency Aversge: 2.8 hours overtime
per employee per pay period

3
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Question No. 1: Whet is the office imterpretation of the Agency overtime policy?

Both the high and low users reported that overtize was ueed only
when necessery to mest emergency workioad conditions with the
exception of one higher user which reported overtime vas neceasary
to cperate on a Zhi-hour day, T-day veek, and aspother high user who
reported the mecessity for operating om a 6-3ay week.

r oo overtime? Is it s written
are ib sions of

P

Most of the offices had issued either formal i{nternal insgtyuctions
or informal msmorandums. In gemeral, these follow the Agency
policy statement with amplification ordloarily in comnection with
payment provisions for (8-11's snd over.

One of the high use offices states as & rule that any directed
overtime will be compensated in pay. In contrast, two of the
jow use offices discoursge overtime psy to infividuals at o8-11
or over.

Apother of the high uee offices accepts overtime as a general
econdition of work because of its 7-day veek operation. In
suother instence, irregular work flow, not gubjest to control of
thanﬁiceconcerm&mgimaﬂammmormmm
proppective exployees were alvised to snticipate recurring over-

time vequirements.

An expressed requirement for specific Justification was given
slightly grester emphasis in the 4discussions with low use offices
than high use offices. Also, the issuance of Tormal internal

fnstructions was slightly more frequent in the low use offices
suggesting the poseibility of more sericus sttention to overtime

shuintistration.

Question Ho. 3: Bow does the office control overtime?
in general, the controls exercised over overtime were set at the
inttisl spprovel point. Records of actual overtime worked were

maintained in some of the 1w use offices but no such records
were reported in the high use offices.

In both high snd low use offices, there were instances of limits
Mmmmmwmmmzwiﬂmmym

b
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SUBJECT: Survey of Agency Overtime Practices

would be suthorised to work or be compenseted for - this ranged
from & hours per veek with no corpensation I1f any sick or anmual
lesve had Deen taken to 30 hours per pay period {15 hours per
woek). Ir both high and low offices, there were instances in
which the initial epproval was granted on a guota basis.

Question No. 4: 1Is overtime spproved in advance? If o, by whom?

All offices studied reported prior spproval was required. In
severs] cases, this epproval was on a guota basis by the office
head snd subordinate supervisors were authorized to direct

actual overtime work within their quotas. In most csses, approval
of the office head or his deputy wms reguired.

Question No. 51 What gmznmmn mugt be given by components of the office

Except for two cases in which overtime wes regularly planned on
the bagls of workflow, each office indicsted specific statements
of Justification were required. Justifications based on meeting
regular workload sppeared with sbout the same freguency as those
citing special or emergency regquirements.

Question No. 6: Are all grades paild overtime? If so, why? If pot, which
it GB8-1l ané above are pald overtime, why was such Getermin-
x Gl Baae?

Becsuse this wvas a key point in expressed feelings of variance
in practice within the Agency, briefs of each response are given:

Bigh Use Uffices

No. 1 ~ All esployees are paid overtime bacause staffing and
workload will not permit use of compensatory time off.

Fo. 2 - All gredes sre paid overtime because emplayees, in
=y cases, sre Torfeiting anmial leave and cannct be
spared to take compensatory time off and anmial leave.

He. 3 ~ All gredes are pald overtime since workload will not
pormit all employees to tske earned annual leave.
Compensatory time off can be grented only in small

xmounts.
¥o. b - In gredes 08-3/10, the employee is paid automatically
unlese he reqguests time off. Ia grade G8-11 and over,

5
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theemlmedetexﬁma%herhnﬂllhem&dor
recelve compensstory time off. It was stated that
workflow makes uge of compensatory time izpractical.

Ho. 5 - ALl grades are peid overtime. It was indicated that
the office head believed that anyone regquired to work
overtime should be paid.

No. 6 - In most cases, ell grades arve paid. Exceptions wvere
not explained.

Fo. 7 -~ All gredes are pald overtime as staffing will not permit
use of compensatory time. It was noted thst higher
grsded officers 4id not claim much overtime, however.

¥o. 8 - Option with employee below GE8-11. At GS-11 and sbove,
ccupensatory time off i{s granted rather than pey,
axcept when the individual cannot be spared to take
it by the end of the leave year.

Low Use Offices

Fo. 1 - All overtime except Saturdsy duty is compenssted for
in tipe off.

Ho. 2 - CB-9 snd below are paid. (8-11 and over are granted
conpensatory time,
Bo. 3 - CB-10 and below elect method of compensation. Except

when supervisor cannct release employee to take the time
off, (8-11 and above are granted coupensatory time off.

¥o. 4 - 08-10 and belov elect method of cospensstion. 0S-11 and
sbove ere initially credited with compensetory time but
may subsequently convert to pay if unsble to use.

¥o. 5 - 08-10 and below elect method of compensation. (GB-1l's
sl above are directed to perform overtime oaly in
unusual cases and ave granted compeusetory time off
uniess & special Justifiestion for paywent is approved
by the office head.

No. 6 -~ All grafes are paid as normal workloaed rarely permits
granting of compensatory time.

Ho. 7 - Same as Ko. 5, above.

No. 8 - All grades are paid but higher graded employees rarely
clatim compensation.
&
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It can be cbserved that the high use offices have shown a greater tendency to
predetermine the impracticabllity of granting time off than the lov use offices.
mmfthem”mbmdmlywmamﬂim, it 1s possible that the actual
mmm&mmdeﬁmumwwmﬁﬁtmm
use offices with the spparent difference being represented in voluntary overtime
M grauted as compensatory time off. Records to esteblish this point are not

on No. T4 Sapengatoxy time off ig given, how is it recorded? (ﬁ
ZhA's or 18 informe) office record kept.)

In thoge offices vhich grant coapensatory time off, it vas
reported a8 credited on TAA records. However, in most cases,
the pogsibility of informal records in subordinate units in
lieu of official recorded time was mentioned. It ia probable
that 1t is more or less custamary at least in some units to
maletain informal records of overtime worked without formal
wgt:nrizution 85 & basis for granting unrecorded compensatory
time off.

Question No. 8: Ligt, in oxder of occurrence, the most ralent csuses which
: 3 overt ’ Lce,

The responses to this question are also considered of sufficient
interest to warrant reporting briefs of the individual replies.

High Use Offices

Ko. 1 - Reguirement for providing continucus service. Consider
avertime cheaper than regular staffing to provide such
coverage.

No. 2 - Workloed in excess of availsble manpower. Righ turnover
rate. Crash :Qbﬂc m dﬂty'

¥o. 3 - Understaffing. Emergeuncies.

No. b - Necessity to produce on 6-day week. Incidence of
crises; flsps ocourring. Sick leave in smmller units.

Bo. 5 - Crash sassigmments. Peek workloads. In some elements,
understalfing.

Bo. 6 - Individuals sssigned to special projecta and not under
eantrol of the office. General understaffing of office.
Centinucus operation of cne wnit. Emergency work
reguirements.

T

Approved For Release 2001/08/%%::? A %DP78-04718A002400140014-7




Approved For Release 2001/08/08 : CI P78-04718A002400140014-7
g " ! L ,; %

Ho. 7 - Workloed in excess of avallable manpower. Requirement
for Seturdaey duty.

Eo. 8 - Special work requirements. Cyclical workloed.

Low Uge Offices
®o. 1 ~ Desdlines set by White House or Department of State.

¥o. 2 - Plaps. Ghort deadlines. Btaff stulies. Changes in
office programming. Preparation of ammual dudget.

No. 3 ~ lack of contrel by office over & perticular project.

¥o. & - Cyclical workloed. Tubalance between worklecad and
stafting (replacement of employees on sick or anmual
lexve)., Reschefuling of sctivities. Emergency

requirements. Preparation of anmial budget.
Bo. 5 - Emergenzy reguirements. Ssturdsy service (half-time).

¥o. 6 - Crash situstions in other conponents. Pealdline reports |
such as preparation of operstional programs, ennual

budget, etc.

¥o. 7 - Understaffing. Crash cperational situations.
gaturdsy duty.

Ko. 8 - Understaffing.

Question No. 9 Can tours of duty be chsoged and thereby elininate overtime?

In & few cases; it was indicsted this had been done and In
most cases it was indicated further considerstion would be
given to this possibllity. Two of the high use offices
indicated it would be impractical and two others that 1t
wss 8 possibility only in certain elements.

office re ofic letters from the Comptroller

(33 )

Poes the

All offices indicsted they did receive such reporis and used
them as a basis for review or discussion.

caive pe:

111,

mmmmwﬂeﬂ&amﬁp&i and procedural statements
on overtime igsusd by varicus components (Attachment 1}. In general, these
8
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{ssuances restate the Agency's policy and procedures for local eppiication. In
s mumber of cases, additional restrictions and limitations on the psyment of
overtime have Ddeen spplied--not all of which are in keeping with the Agency's
pelicy or the statutes on which it ie based. Exssples of such additional re-
strictions are prohibitions against payment for overtime worked during any period
in which an individual has taken any lesve, limitations on the mmber of hours of
overtime for which an individuml cen be paid {regardless of hours worked), limi-
tationa on the grant of compensatory time off based on leave earning categories
rether then on individual cases, and restrictions against peyment for overtime
worked between 7:30 and 8:30 a.m.

The primary defect in such restrictions sod limitstions is that they are
directed to payment for overtime rather than to the use of overtime. For exmmpple,
the requirement for emergency overtime is less likely to oceur between 7:30 and
8130 a.n. than immedistely following the regular workday. Also, permitting

»g to work at the earlier hours raises the questiom of whether the over-
time i# in eonformance with the Agency's policy or for the convenlence of an
ssployee who would arrive st work early anyvay in order to get 8 parking plsce.
However, if the overtime bhas been properly suthorized, the employee should not
be penalired by prohibiting payment 1f he bhed to work {mmediately prior to his
regular workday. As & further example, overtime worked imnediately prior to a
pericd of anmusl leave may appear to be for the convenlence of the employee but
it would be inequitsble to deny payment in & case in vhich the circumstances ald
sctually require the overtime. Similarly, an employee who has been gbsent on
sick lesve should probebly not be required to work overtime {muediately upon his
return to uty; bowever, he should not be denled payment 1f he 1s requlired to
work.

A, Bick leave

§ix of the eight high overtime use offices are at or over the Agency
average in mmber of hours sick lesve per employee per pay period vhile
six of the eight low use offices are belov the Agency aversge. Availsble
dats dves not indicate whether the incidence of sick leave 1s attridutable
to the requirement for overtime or vice versa. Sustained excessive over-
time work would probebly have an adverse effect on health and morsle but,
in the shgence of Axta as to voluntary overtime in either the high use or
low use offices snd the relatively smesll smounts of overtime imvolved per
person in the overall rates, there is ingufficient evidence for stating
that such is the case here.

Eigh Overtime Uge Offices Lowr Overtime Use Offices

¥o. 2 2.5
¥o. & 2.5

S
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[ Continued
from p. 97

B.
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High Ovextime Use Offices Low Overtime Use Offices
Bo. 7 2.k
Fo. 5 2.3
No. 6 2.3 No. 8 2.3
Bo. 2 2.2
“ .=~ w - = Agency Average - 2.1 ~ - = - s = = - -~
¥o. 1 2.1
¥o. 6 2.0
Bo. 5 2.0
m. h 1.9
Be. T 1.9
Bo. b 1.7
%o, 3 1.6 Fo. 3 1.6
' Ho. 1 1.3
Annual Leeve

Bix of the eight high overtime use offices sre at or over the

Agepcy average in nunber of hours snmusl leave per employee per pay
pariod and five of the eight low overtime use offices are alsc over
the avernge. This suggests that the insbility to use compensatory
time off ms overtime compensation becsuse of difficulty of granting
anrusl lesve may not be as common & situation s has been assumed.

High Overtime Use Offices Low Overtime Use Offices
Bo. 1 T.2
Ho. & 6.7
¥o. 6 6.5
Bo. 7 6.2
¥o. 3 6.1
Ko, 2 6.0
Kos. § 5.
s: 3, &, 5 9 . 7 5.8
e - e~ =« Agency Averasge - 5.8 - » = = -~ - - = -
No. 2 5.6
Ko. € 5.5
Fosn., §, 8 5.3
No. 1 5.2

No. i 5.0
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A. It is belleved that the survey by the working groap bed a bepeficisl

«ffect in focusing attention of Operating Officials on their
sdministration of overtime and that periodic reminders of the importance
of consclentious sdministration in their arens are desirable.

B. The present policy fixes responaibility for overtime administration
st the most logical point. This policy places po absolute limi-
taticns on the use of overtime but relies on the judgment of senior Agency

officials to direct overtime only when necessary. Statistical evidence
and interviews with responsible officiais offers oo basis for concluding
thet the present overtime policy is not being comsclenticusly administered
in most ceses. There is 00 evidence that it 1s still necessery to limit
approvel authority to Office Heads end & genersl feeling that this respon-
sibility should be redelsgated.

C. JAmlysis of availsble statistics and the survey resultz discloses
no significant trends and no redical differences asong the com-
pements’ studies vhich vould indicate an avenue of spproach to the re-
duction, elimination, or equalisation of overtime. In only two closely
related areas were there noticeadble differentistions between the high

and low users of overtiome:

1. All bubt one of the high users cited understaffing among the
caumes of its overtime regquirements.

2, A1l high users and the highest three of the low users indicated
that corpensatory time off in lieu of overtime pay was impractical becguge

suployees coOuld not be gpored to take time off.

D. There ere significant differences amomg the various components in
the sgplisation of discretiomary suthorities resgpecting the payment
of overtime in grades GS8-11 and sbove as gpposed to granting compensatory
time off in lleu thereof. The establishuent of s uniform policy without
such discretiovary authority would eliminate such differences. Such s
policy would necessarily recognize the option given by law to employees
in GS-10 and below as 1o whether compensation for overtime which they
are &irected to work should be in the form of overtime pay or compensatory
tine off in lileu thereof.

E. Bo defipite conclusions can be dravn as to the effect of Agency
overtime use on health and morele. It might be noted that the
highest overtine users haf sn 18.3% higher aick lesve rate during the
period studfed than the low overtime use offices. However, this figure
ioses meaning vhen it is mentioned that the overtime use figures were
for psid overtime only and there is no evidence that the same indtviduals

11
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who performed the paid overtime were those who used sick leave. Reguire-
ments for working overtime have not been offered by departing employees
a2 & reasou for leeving the Agency.

The working group recommends that:

F- N

B.

The Agency's present policy respecting the use of overtime be
continued in effect.

The Agency's present policy regpecting compensgtion for overtime
be modified to:

1.

2.

3"

k,

S

Extent the ‘s option as to form of compensation
{psy or time off) through (8-12;

Provide only compensatory time off to employees in grades
GB-13 and mbove;

Discourage the use of overtime in the hour immediately
preceding the regular workday;

Discoursge overtime work by employees who have been sbsent
on sick leave or are going on sunusl leave; und

Authorize Operating Officlals to delegate approval
suthority to a esingle senior subordinate with sn alternate.

AMpinistration of overtime be pericdically reviewed and
svaluated through analysis of statistical data by the Comptrolier
vho will refer apparent excessive use of overtime to the

Manageneat Staff for stuldy end appropriste sction.
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3. POLICY
a. OFFICIAL WORKWERK

mwmmmmmnﬁzﬁmummu
from 8130 a.m. t0 5100 p.u. Nomday through Friday, with cne-balf
hour allowed fur lunch each day. mmuwuuu"
b. ATIXEDANCE . oo R
mmnmmmwmthnuww-orm |
onumuwmmu-mmmmwmmw
conditions. mmmmum«umu&m.
provisions of this regalation. -
£. OVERTDE AND NOLIDAY WORK o i
~mmummmmumto--m—hmmnﬁu
_mwumummwmmw

cannot be satisfactorily completed vithin regular, Mbodm
Normally, an employee will not be directed to work .overtims

. of 4uty) immsdiately preceding a period of anmual leave nor on the sams
day on which he has teken annual or sick leave, °

(1.) Whea s employes is required to perform overtime or holiday work,
he vill be paid or othervise compensated for sweh work in accordance
vith the provisions of this regulation. Paywsat or compensatory
tine off for overtime or psyment for holiday work performed will
be allowed oaly when the vark has been authorised prior to ite

»

_t (b No. 359-4)
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PEROOWNEL
1956

perfornance end the employese concerned hes besn speeifically
ordered to psrform the work. |

(2) Coupensstory time off in lieu of overtime pay vill be eredited
rormbymwlmhmv&thﬁh;mofms
regulation. mﬁmtmoﬂ‘hinww-'s_cuntw
be used ot such times and in such amoumts e local wark ecnditions
permit. mxeumcmmyﬁmnmtyu
mﬂswmmmmm»mnum
theless the prerogative of his supervisor to the @ecision as to

SM‘alulnT P mewt vy Unnitd com tnlu“v"j
vhen ha can be lPlNﬁ 'hﬂ\b ° vn\ e him' LJ *‘6“‘\“‘0.1.“ »-

wwwuoﬂ ﬁ:\ﬂ\;ﬁ *w‘:\'*’:dé-:m& |

mmuummwwwﬁ‘éhum.uu
hmiﬁ“umamumanm
worked the officisl workweek of M0 hours. Such time may not be con-
-mummmmyam“mmtmmkw
wmmmuwwmmwmmnmma

‘ pay or as campensstory Vime off. mumwuuum-pomy
mumtmwmmmm,wmmu
mmwm,wmmuﬁn(w)m
spproval. :

M. EBESPORSIBILITIES

a. DEPUTT DIRRCIORS
mmmmmm.mmmmmmm
mwmmmmmnmmu
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h
rupocun arsas of Jurhuctloa. I . | e
b. OPERATING OFFICIALS ot | e "
(1) Operating Officials sre nupouum for the administration of

. mmumummutmmuminornm

(2)

(3)

Except as specifically prohibited hereis, Opsrating Officials
mn&h@uﬁummmhthth-by
thopmhmorthunmtm-
nmnummamtyormmmuuumu
Geputies to review each Form No. 292 mmm:«m
of Overtime and Rolidsy Mork (figure 1) mmnhyw
under their Jurisdiction and, HJWMM,%OM"%M
mummmma.mammummm

“‘j + 4 ' "e
work. nuumm n ed or.mm‘\uun& ;:%:::Jn:.;:
alrtrnare

Wm“mﬁmm-thm
mmrormmmm&u.mmm,m
W?“Nmmim,mmmur& _— thet supervisors
unfer their respective Jurisdictions ssgime recpcasidLlILy for
echeduling assigned work so that it may be ecapleted during regular
workhours whemevar possibla. When this cannot de accamplished,

'Wimm“mhmwmmmmw

mmm-mmmmmmmu
&uty or to direst employees to perfora overtinme or boliday work.
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for vhole hours. Payment vill be computed for each continuous ffj ?‘
mmorm,mmmytmmvmuumm ¢
and granted for each whole bowr of work. T,
mnmnMwmwmuW,me -
responsible for scheduling the work vill request authorisation
oa Form No. 292. Requests for and authorisation of overtime

wmxmmt-muulmmu-mmmumor

four biweekly pay miods or the squivalant thnoof. m nquut

period, the ntlmtod mﬂnr of unhwn, th. n-bcr or -wloytu
by grade, and o -ut-m of justification ohm.y nmw;m ¢

nrhtlou in \m-klond, leave »hoduhl, and othu- heton vhich

mey cause fluctuations frmmmiodtowmiod s
(a) mmuuuu-wwmwmrm
dt—au,%mnju"j
wudunhtrstin uhlmhtotht u'i& :

u.&m'or his m fur luthoriutlaﬂ
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(b) Auumrmstfw-vmupnmmmhmamnt
account. In thon mtmu where mnl supervisors
vithin one allotment initiste nqunt., N;‘\nuury request
whpmutmmmummmmmu

(¢) The name end u‘tu of the -wvmuwu the

mmiuummthm-mmum@mt&

oAy 1 B
(a) mmmtwmmmmmtvmnm
for Aistridution as followss ; ‘
(1) e original (-w)mﬁmmmu office.
(2) A conformed (fucsixile limtm)copytorthmt

" nd Fiseal Gfficers of the Office eoncerned.
(3 Ammmumwmam&u,
@mumu.mmmumuh
-wwnmmmummjmw
of 1ndtvidual requests may be made for each of the folloviag
eategories: (-)mmmu,‘_ (b);'mmmrm
umwmmh&_mm
Munﬂumwmmhf mm«
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Frthorims, 'M“"‘""’éh -ﬁ-mum‘ :
> Fo '"“mE.wmmm

xrnum,.w'm M A e

“""”“"‘““’“‘“ﬂmu{ﬁum,m
_»mmmmuwf“ Do
wm.mmmmumuwm

(2) thamﬁ,mm -
Wﬁn(mw) I i

[I‘jﬁmtmmmlmnu ubum-g]mw_
o GO h{. ,\__.Qj-
Wﬁuumdw Mlo.mwlunlo.m;; Time end

(Job uo- 359-A)

-;_,r:
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oy
Attendsnce mm;-(m?-).ligmtm t!m/\cc;:;!o‘:’h
cmmmwcmammm.[ummm (
IL +he employea iain qrade Gi-1=

subparagraphs “(2) and 93(2)(.& ‘g{[mlmim f.h' peyment O below,
ohould be trensmitted to the payroll oma'm\lium

~ (3) Authorising Docusent

compensated, dates mm;mm“mm “"‘l’ ' .
1s mrthorised. This memorandum Qi1 tal ald, Y v afficial
desdamindeto andhoriye .,\,,,,E:?Npm“'m the signatwre of

the Operating Offfsial or his deputyJand shall be the authorising
doumt.-ror Peayment. |

(2) Employees ocoupying poeitdons 1a 08 mdn‘ N

(2) I?thr ormmm
é) anm[&iﬁw
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provided by law or [may) uh"muuiotiﬁuruu
m-mummmhmmwtmmmm,
kumwmmmmm
tour of duty 1a lieu of paywsat. m.taqun
«rmummnmammn
mzmummx.”” e |
(2) A emplayes 1n grede erabon[m:-ui]nuu
mtotmhqthdfhliudmthm
rwmmmutmhm&umum-w
(see paregraph 9o(2)(0) below), [m. vhen the v:!’ﬁ-“
Wmmmmummuum :
mmmmwmmumm
v uuumnm,nummmorm“
wnummummmmmw
by lav. nmmmuumuu
m:mmmwmm,mm
ormmw-mmwrmmmmm{
(s) Whether the mmunumtm position
Munmthnhnndtouhewmthnorr.
(b) Whsther the individul has alresdy acorved the maximum
mummmmhmwmm
mmmﬂﬁwmorﬁ
n.mwwummm,mmm
mummmuunhwmu

L : co ; 8 Ly ‘Jﬂ‘lo- 5994)
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m'“l‘“mm‘m’wmmﬁntm
“’“‘m“mmmmwu)mm,
el _be may authorise payment at the presoribed overtime rate.
‘l)mmmmm\vnwm
a & fay vhen B0 Vork vas schedulod for Atm or for vhich
bs 1o ealled beek o his place of employaent vill be
Whhﬁhﬂﬂmmum
(5) Boltday warx . R P
(&)Wm"wmnwh Qmm«rma
Mum:’wnnmmum
© rate of baste ccopeasation. ' -
(—)M“W“MMQammh
mmnmmmmmmm“
Swm-wmummummm

Munuwmummmwm.
(s) Limitatica on w e gt
(ynmupammunuma
‘ Wmmmuuwmmu

L wmﬂ\Mnmermm'mmn
m.cww-g-. wMOBmem)
R i" :’_ﬁ 19‘ L‘f:’:z_,‘*’
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Mam,mumm«mumm
. of the spplicadble period speeifisd in peragreph 94(1) sbove.

(3) Compensation iwa Use n-nut(f;nw...,(w e Brade . LA L
nnmmd‘q'éig;muﬁwmavmmm
mmwmmmmw-qwm
mwmwuummuwmm,
umummmmummumm
meMMﬂNWNMMm
mmmwwamm«am.

N ey wmiiguiAatet eempemsntory tine ofFINS Ald sredit [Waien he
mmmmwtoq]unhmmum
mmanmmnmmmmm
pm(-omnm). LRy

(3) mmuﬁnmcumwuw
mmmmmtﬁmum
mum. B '

t.g . P
.. mumummmm

' “*J‘.‘k!_

R " ",‘,’0'!!1’ ; ,

mm-ﬂ«mi—umhmh.
mwuw‘mum%wm

: FEE . LIt E a
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